ASSI GNVENT 1

Text book Assi gnnent : “Public Affairs O ficer Managenent.” pages 1-1 through 1-20
1-1. In the successful operation of a 1-6. What purpose best describes the
public affairs office. which of the function of a military
following is NOT an essenti al or gani zati on?
i ngredi ent?
1. To be victorious in battle
1. The authority to do the job 2. To support the policies of the
. The presence of a full-tinme PAO Secretary of State
3. The support of the officer in 3. To inprove the econony
command and his staff 4. To pronote good wWill wth
4, The resources to do the job foreign nations
1-2. Which of the follow ng docunents is 1-7. The primary reason for the staff to
the primary authority in the daily exist 1S to acconplish which of the
managenent of a public affairs foll owi ng goal s?
of fice?
1. Saving tinme
1. CHI NFO NST 5720. 44 2. Carrying out the mission of the
2. SECNAVI NST 3712.55R security officer
3. SECNAVI NST 5720. 44A 3. Decentralizing responsiblity
4. CHI NFO NST 5712. 36A 4. Assisting the commander in
acconplishing his mssion
1-3. A typical Navy staff includes how
many staff divisions? 1-8. Which of the followi ng functions
are performed by all divisions of
1. Five the staff?
2. Two
3. Three 1. Preparing and trandnmitting
4. Four directives
2. Devel oping plans
1-4. Which of the follow ng staff 3. Providing input and making
divisions is NOT a part of a recomrendat i ons
typical Navy staff organization? 4. Al of the above
1. Inplenmentation 1-9. Which of the following functions is
2. Operations and Plans NOT performed by a public affairs
3. Logistics staff?
4. Admi nistration
1. Judging the significance of
1-5. On a Navy staff, the PAO normally i nformation

serves under whonf

1. The chief of staff

2. The assistant chief of staff
for adm nistration

3. The officer in conmand
ai de

4. The assistant chief of staff
for conmmunications

as an

2. Preparing the facts as the
conmander would like to see
t hem

3. Making sure information is
reliable

4. Providing conplete infornation



1-10.

1-11.

1-12.

1-13.

Wi ch of the follow ng planning
responsibilities is usually
designed to staffs?

1. Anticipating the needs of the
comrander

2. Keeping alert to the need for
new plans or directives

3. Drafting amendnents to plans in
force

4. Al of the above

A public affairs office staff can
achi eve nmaxi mum resource efficiency
by perform ng which of the
followi ng functions?

1. Planning for the best use of
each individual's skills

2. Insisting on the necessity of
adequate materials and tinme

3. Planning in terms of the
command’ s total resources

4. Oganizing all staff personne
into JOPH teans

What factor is the nobst inportant
in achieving coordination of al
staff activities?

1. A cooperative officer in
comrand

2. Good norale in the activity

3.  An adequate plan for the
activity

4, Free exchange of information
among the staff divisions

Wiich of the followi ng statenents
best describes the decision-nmeking
function of staff officers?

1. In many areas, the commander
del egates the responsibility
for action to staff nenbers

2. Only the PAO as a staff
nmenber, may neke all decisions
in his area of authority

3. Wenever the commander
del egates authority for staff
action, his assistant nmay meke
decisions in the name of the
comrander

4.  PA Regs and Navy Regul ations
shoul d be consulted whenever a
staff nenber nakes a
significant decision

1-14

1-15.

1-16.

1-17.

What staff officer approves and
i ssues routine news releases?

Commrander

Security officer
PAO

Qperations officer

B e

When a story that may be sensitive
arises  phich of the follow ng
procedures should you foll ow?

1. Wit until the commander
suggests a news rel ease and
then check the facts

2. First check the facts, next
prepare a news rel ease, and
then get the comander’s
approva

3. First check the facts, get the
commander’s approval next, and
then prepare a news rel ease

4. First seek the conmmander’s
approval, check the facts next,
and then prepare a news rel ease

The bulk of the directives in a
typical staff are prepared (a) by
whom and signed (b) by whonf

1. (a) A staff section
(b) the assistant chief of
staff for the section
2. (a) A staff section
(b) the officer in command
3. (a) The assistant chiefs of
staff
(b) the chief of staff
4, (a) The chief of staff
(b) the commander

Concerning directives that have
been issued, staff officers have
whi ch of the follow ng
responsibilities?

1. To neke certain the directives
are understood and foll owed

2.  To recomend changes to the
directives when appropriate

3. To verify reports for
conpl eteness and rel evance of
the data

4. Al of the above



1-18.

1-19.

1-20

1-21.

1-22

The relationship between a staff
and the flagship is defined in
which of the follow ng

publications?

Navy Regul ations

Navy Fl agship Manua

PA Regs

Flag O ficer’s Handbook

w e

To discharge his duties
effectively, the flagship division
officer maintains close I|iaison
with what individual?

Personnel officer
Commandi ng of fi cer
Legal officer

Executive officer

e

A typical public affairs office
shoul d include work space for how
many reporters?

1. 7 to 10
2. 3t 08
3. | or2
4, 10 to 14

A public affairs office would have
an unlisted tel ephone nunber for
which of the follow ng reasons?

1. Because it provides.
conmuni cation during a major
di saster when all of the
tel ephones are in use

2. Because it allows the PAO to
hold confidential conversations

3. Because it holds down the
nunber of crank calls the
office often receives

4. Because it provides reporters
with imrediate access to the
PAO

O the followi ng factors, which one
is NOT a consideration in office

managenent pl anni ng?

1. Mssion

2. Work flow

3. Use of personnel

4. Seniority of personnel

1-23

1-24.

1-25

1-26

1-27

The use of identification devices
for key public affairs personnel to
have access to disaster scenes and
restricted events mnust be

aut hori zed by which of the

foll owi ng neans?

Mermo from the PAO

Command directive

Memo from the |egal officer
Letter fromthe security

of ficer

=M

Maki ng decisions with respect to
goals, policies, procedures and
schedules is a part of what

adm ni strative process?

Coor di nati ng
Or gani zi ng
Pl anni ng
Super vi si ng

B

Most large public affairs offices
are organi zed into departnents (a)
by what factor and (b) for what
pur pose?

1. (a) Personnel skills
(b) to specialize
2. (a) Personnel skills
(b) to cross train
3. (a) Functions
(b) to specialize
4.  (a) Functions
(b) to cross-train

In organizing an office by
functions, you should mninze the
drawbacks of overspecialization by
which of the follow ng neans?

1. Doing everything yourself
2. Being avail able so you can step
in to take a specialist’s place

3. Increase the manning level so
you have two specialism on
each job

4.  Encouraging cross-training

Whi ch administrative function nust
be considered in every part of the
public affairs job?

1. Planning

2. Coordinating
3. Organi zi ng
4. Supervising



1- 28.

1-29

1-30

1-31.

1-32.

Which of the following factors is
an inmportant part of good
coordi nation?

Proper timng
Manageri al experience
Rating know edge
MIlitary bearing

B wr e

What saying best describes the
principles of good office
managenent ?

1. Strict discipline is essentia
to success

2. Leadership is the keystone to
good supervi sion

3. Famliarity with the persona
needs of staff nenbers is vita
to success

4, Work hard, play hard

As the manager of a public affairs
office, you nust maintain the sane
| evel of supervision for both
experienced and inexperienced staff
menmbers.

1. True
2. Fal se

One of your JO03s gives you poorly
witten story for external release
Which of the follow ng actions
shoul d you take?

1. Gve it to the PAO for revision
Assign the story to another
staff menber

3. Review the story with the JO3
and have himrewite it

4, Rewrite the story yourself and
reprimand the JO3

Excessively criticizing a staff
menber’s work may |lead to which of
the follow ng reactions?

Hostility
Lazi ness
Ent husi asm
Anbi val ence

=L

1-33

1-34.

1-35.

1-36

A JOSN suggests an inpractica
change in office procedures. You

shoul d act or respond in which of
the foll owi ng ways?

1. Tell him he should conduct
research before nmaking a
suggestion

2. Tell himif there are any
changes to be made, you will
make them and he should keep
his suggestions to hinself

3. Approve the change as a neans
of encouraging him to suggest
ot her changes

4. Disapprove the suggestion, but
tell him you appreciate the
t hought behind it

Eval uating the effectiveness of
public affairs programs and
products can be done when you
perfom which of the follow ng
functions?

Mot i vat e
Train
Counse
Supervi se

B

Your command fact sheet has an
awkwar d desi gn and out dat ed
statistics. Which of the follow ng
met hods is the nost practical way
to evaluate the fact sheet before
settling on the changes?

1. Review it in detail with the
PAO and send your
recomendati ons to CHI NFO

2. Request the input of the C/ M,
XO and CO

3. Reviewit with your staff in a
pl anni ng session

4, Al of the above

Which of the follow ng groups is
NOT a part of the five-part Navy
i nternal audi ence?

1. Navy retirees and famlies
Navy civilian contract
enpl oyees and fanmilies

3. Family menbers of active-duty
Navy personne

4. Naval Reserve personnel and
famlies



1-37.

1-38.

1-39

1-40

1-41.

1-42

The Navy Interna
Activity (NI RA) produces which of
the follow ng products?

1. Navy Editor Service
2. Navy News This Week
3.  Navy Tal king Points
4, Navy Public Relations Quarterly
Which of the follow ng products is

the Navy's equivalent of a news

wre?
1-44
1. Navy Editor Service
2. Navy News This Wek
3. Navy News Service
4, Public Affairs Conmunicator
The Public Affairs Planning Guide
is in what format?
1. Cal endar
2.  Computer software
3. Index card file
4. Not ebook
Navy Tal king Poi nts provides
information to assist the PAO and
senior journalist in admnistreating
the internal communications program 1-45.

of a command

1. True
2. Fal se

The responsibility of admnistering
and nonitoring the public affairs
office training program falls upon

which of the follow ng individuals?
1. Training LPO

2.  PAO

3.  Senior JO

4. Division officer

Professional training topics should
be selected using which of the
followi ng resources?

1. Navy enlisted classifications
( NECs)

2. BUPERS Manua

3. DI NFOS Handbook

4. Advancenent Handbook for
Oficers (Journalist)

Petty

Rel ati ons 1-43

You select JO2 Annish to conduct a
training sesssion on releasing
information. JO2 Annish should be
required to show you her |esson
plan at |east how many days before
the training session?

1. Five
2. Two
3. Three
4, Four

The schedul i ng of
descri bed by what

training is best
stat enment ?

1. Training is least effective
when it is held on the sanme day
each week

2. Training is nost effective when
the senior JO delivers every
presentation

3. Training is least effective
when nenbers of the staff are
assigned as trainers on a
rotating basis

4, Training is nost effective when
it is held on the same day and
at the sanme tinme each week

Which of the following actions will
keep your trainees interested in

your training progranf

1. Conducting training sessions
nmore than two hours Iong

2. Scheduling training sessions
after working hours

3. Holding training sessions at
different |ocations

4, Timng the training sessions to
coincide with the training
prograns of other divisions



1-46.

1-47.

1-48.

1- 49.

1-50.

To avoid distractions (such as 1-51.

tel ephone calls and visitors)
during a training session, you
shoul d take which of the follow ng
acstions?

1. Place a large sign outside the
office that reads: "Training
in progress: do not distrub”

2. Assi gn one of your staff
menbers to greet visitors and
answer the

3. Both 1 and 2 above

4, Take the tel ephones off their
hooks and do not answer the
door

A thorough, professional training
program rmay be administered by
usi ng whi ch of
resources?

—

Pl an of the Day

2. Direction Magazine

3.  Training Program Managenent
SECNAVI NST 5720. 44C

4. Public Affairs Communicator

What traninig nmethod is best
delivered during norning quarters?

1. Thought/teaching point of the 1-54
day

2. NRTC questions

3 Presentati ons by guest speakers

4. Handouts

Cross-training is constantly

enphasi zed in the JOrating to

i ncrease which of the follow ng

i ndi vi dual characteristics?

1. Versatility 1-55.

2. Fidelity

3. Individuality

4. Integrity

Wiich of the following is a benefit

derived from a strict
training progran

Cr oss-—

H gher self-esteem

Better working hours
Broader base of experience
| nproved working conditions

t el ephones 1-52.

the follow ng 1-53.

As the pulic affairs office
manager, you should rotate your
staff nenmbers into new jobs at

which of the following tine
interval s?

1. Every 2 - 6 nonths

2. Every 6 - 12 nonths

3. Every 12 - 18 nonths

4, Every 18 - 24 nonths

A fundanental guideline in
establishing credibility is having
a basic know edge of public affairs
regul ations.

1. True
2. False

Establishing credibility
enconpasses having a good worKking
know edge of the command. Basic
comand information may be obtained
from which of the follow ng

i ndi vi dual s?

1.  Senior nanagers

2. Md-level nmmnagers
3. Low and nmid-Ieve
4. Upper-Il eve

enpl oyees
enpl oyees

Establishing credibility in public
affairs does NOT require which of
the follow ng actions?

1. Keeping the PAO informed

2. Arriving to work early and
| eaving late

3. Getting along with others

4, Knowing the PAOs priorities
and meki ng them yours

VWhat is the firs step in preparing
a Navy letter?

Word choice

Pl anni ng

Par agraph Organi zation
Witing a topic sentence

B e e



1- 56.

1-57.

1-58.

1-59.

1-60.

Wiy is it a good practice for you
to lint a letter to one topic?

1. To keep it short

2. To save tine

3. To avoid confusion and delay in
getting replies

4, To sinplify office filing
requirenents

The proper organization of a letter
is done when the witer follows
what rul e?

Keeps the reader in mnd

Wites only brief paragraphs
Wites only brief sentences
Orits transitions from one unit
to anot her

> wn e

Wiat is the best practice in
choosing words for your letter?

1. To avoid using the same word

frequently

To be precise and sinple

To use words that are forma

and dignified

4, To use colorful words that give
variety

wW N

Al'l underlined words in the
followi ng sentences are spelled
correctly. In which sentence is
the underlined word used correctly?

1. He was appraised of the
situation

2. The principle of the school is
absent today

3. He lives according to his
principal s

4, He was apprised of the
situation

If you have trouble in deciding the
exact nmeaning of a word in a
sentence, you should take which of
the followi ng actions?

1. Ask the senior JOin the area
for his opinion

2. Change, the sentence to avoid
using the troubl esonmre word

3. Consult the dictionary

4, Use the word, then check with
the PAO at a later tine

1-61.

1-62.

1-63.

Short paragraphs are desirable in
modern letter witing for which of
the followi ng reasons?

1. Readability
2.  Aesthetic Acceptabilit
3. Reliability
4. Conformty

Wi ch of the follow ng sentences
may serve as a topic sentence?

1. Did you secure the safe?

2. War is expensive.

3. Later we found themin the
gal | ey.

4. It started to snow the next
day.

Where is the topic sentence placed
in the paragraph?

1. Usually at the beginning as an
introductory sentence

2. In a sunmary sentence at the

end

M dway through the paragraph

Each of the above

B w



I N ANSVERI NG QUESTI ONS 1-64 THROUGH 1-68
SELECT FROM COLUMN B THE SENTENCE ORDER
MOST APPROPRI ATE FOR THE PURPOSE | N COLUWN

A, RESPONSES IN COLUW B MAY BE USED MORE
THAN ONCE
A PURPCSES B. ORDER
1-64. An explanation of 1. Place order
title process used
in cleaning a 2. Logi cal
rifle order
1- 65. The presentation 3. Chrono-
of facts to | ogi cal
support a request or der
for new equi pnent
4. Oder of
1-66. A plea for the enphasi s
use of safety
practices
1- 67. A description of
the circumstances
at the time of a
col l'i sion between
two Navy vessels
1-68. A story on how to
enter the all-Navy
cartoon contest
1-69. What kind of order was used in the
Al Hands reply to the letter
asking about the history of the USS
Bowdi t ch?
1. Place order
2. Oder of enphasis
3. Chronol ogi cal order
4.  Logical order
1-70. In witing public affairs

correspondence, you should avoid
which of the follow ng habits?

| nper sonal passive voice
Unnecessary words and details
Lengt hy acknow edgenents

Al of the above

Hwnr e

1-71.

1-72.

1-73.

1-74.

Before drafting correspondence for
the CO S signature, you should
perform which of the follow ng
tasks?

1. Review the YN3 and YN2 training
manual s for nore detailed
information

2. Determine the COs viewoint on
the topic

3. Conduct a detailed interview
with the CO and get to know him
better

4, Call CHI NFO or DINFCS for
assi st ance

Where drafting a letter for the CO
you should place the recomended
action to be taken in what

par agr aph?

1. The first
2. The second
3. The third
4, The fourth

Which of the followi ng functions is
NOT a part of the SOPs for
operating a public affairs office?

1. Reducing the number and
conplexity of later directives

2. Advising or guiding new
personnel in routine matters

3. Pronoting proven office
practices

4. Establishing a standard fornmat
for Navy instructions and
noti ces

Whatt kind of directive would
normal |y be used to govern the

rel ease of information about a
serious accident to Navy personnel
at a specific comand?

1. A directive witten by the CO

2. A local SsCrP
3. A special directive fromthe
PAO

4. A special directive from CH NFO



1-75. Under what circunstance, if any,
may a public affairs plan vary from
the format in Appendix 17?

1. Where the purpose of the plan
will be better served by the
changed format

2.  \here the changes are approved
by CHI NFO

3. Wien the contents of the plan
are nodified

4. None of the above



